
Logging In 

Home Page Layout 

Spend Allowance 

Checking Out 

Shipment Tracking and Order History 

Return Authorization 

Administrative Privileges 

Program Documentation 

SuperUser Privileges 
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Users 

 

You’ll obtain your user name and password from 

your supervisor or administrator. 

 

Administrators/Superusers 

 

Contact your internal account manager listed at 

the bottom on the landing page. 

 
 
 
 

Maryann Harrison 
National Account Inside Manager 
(216) 351-0369 ext 6618 
Customer.service@arrowuniform.com 
 
M – F (7am to 6pm EST) 
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Once your set up with 
a username and 
password, you’ll get an 
email with your 
information, and a link 
to the site. 

 

 

Username and Password Notification 

(First Name, Last Name) 

Welcome to your company store powered by Arrow Uniform.  We’ve created a 
login and password for you use on the site.  

Email Address: margaret.martin@arrowuniform.com  

Username: SampleSupervisor 

Password: 123456 

Please contact your administrator, account manager or the Arrow Uniform 
customer service team if you have any questions. 

Customer Service 
1-888-33-Arrow 
M – F 8am to 5pm 
6400 Monroe Blvd.  
Taylor, MI 48180 

Email Customer Service | Log In To Your Account 

                      You are receiving this email because you requested your username or   
password or have been set up as a new user by your company administrator. 

   

  

 

This should go to 

customer.service@arrowuiform.com 
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The 3 categories will show 
 up for all users and administrators 
 
• Alternate Product Selection 
• Safety Gear and Apparel 
• Company Name Employee Purchase Mall 



Company Name  
Preferred Apparel 

 

Your login will drive the 
preferred category you see 

upon login 
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Automatically Prompts Credit 
Card if an employee goes over 

his/her allowance 

Upon Login, your balance will display in the upper right corner 
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Select an embroidery 
option from the drop  
down menu 

Select a quantity, 
Then hit 
 “Add to Cart” 

Select a color and a size 
from the drop down 
menu 
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Click Here 

Make 
sure you 
pay attention 
to the color 
of the logo 
compared to 
the garment 
color! 



You can edit or delete from 
the cart, or check out and proceed. 
 
If you save the cart, you can review it later. 

Your Logo 
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Your address book will store  
your address, and should 
be prepopulated for the user. 

You can use the address 2 
field as an “ATTN: Jim Smith” 



Please select a 
shipping 
method from 
the drop down. 



Required Field for  
company users (not 
personal accounts)  
enter your GL CODE 
 
Examples 
Employee Uniform 
Marketing 
Customer Goodwill 



Order confirmation 
will go to the USER 
and can also go to 
an assigned 
ADMIN, via EMAIL 

 



The employee (user) will not 
receive a confirmation email 
until the “superuser” has approved 
the order.  Any changes, including 
rejections or modifications will 
be noted in the confirmation  
email. 



Search a Date 
Range Click on 

Tracking 
to see 
line 
item 
tracking 
detail! 
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You’ll receive email 
confirmation once 
your order has 
shipped 

Your confirmation 
will include the 
tracking number 

 

 

Shipment Tracking Confirmation 

Name, 

Thank you again for trusting in Arrow Uniform for your apparel needs.  Your order 
has shipped today.   Please reference the information below.  

Order Number 219650 

Order Date 3/28/2013 3:59:24 PM 

Ship Date 4/8/2013 

Ship Carrier UPS 

Ship Via  

Tracking Number 1Z4185820357460932  

Comments  

For questions related to your order, please contact our customer service 
department. 

Customer Service 
1-888-33-Arrow 
M – F 8am to 5pm 
6400 Monroe Blvd.  
Taylor, MI 48180 

Email Customer Service | Log In To Your Account 

You are receiving this email because your ordered has shipped. 

 





Step 1:  
Fill out the Return Authorization form in its entirety and then call, fax or email it to our customer 
service department. 
 Phone: 888-33-ARROW 
 Fax: 313-557-0133 
 Email: customer.service@arrowuniform.com 
 

Step 2:  
Arrow will return this form to you with your RA number by either fax or email. 
 

Step 3:  
Place a copy of this form in the package with the merchandise being returned, and send it to: 
 Attention: Direct Sales Returns 
 Arrow Uniform 
 6400 Monroe Blvd. 
 Taylor, MI 48180 
Keep a copy of the form for your records. 
Write the RA number on the outside of the carton. Returns sent without an RA number on the carton will be 
returned to sender. 
Your refund will be in the form of original payment. 

mailto:customer.service@arrowuniform.com


In order to make sure your employees get 
their garments bundled by man, you’ll 
need check out individually and submit 
your orders by employee. 
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Add Employees, Manage Logins (Passwords) 



Add/Disable  
Employees 







Automatically Prompts Credit 
Card if an employee goes over 

his/her allowance 
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Upon checking out, your spend allowance will be adjusted. 
 
 
 Remaining balance shows up on the order confirmation 
 Remaining balanced recalculated and displayed upon 

login 
 Remaining balanced can be viewed by the admin once 

updated. 
 



As a superuser, you’ll have the responsibility to approve an order 
from a designated list of users prior to the order being sent to 
Arrow Uniform for processing. 
 
You’ll receive an email letting you know that you have orders 
pending approval.   You’ll need to go to the main landing page 
and login in using your superuser login and password.  Once you 
login, you’ll have the ability to: 
 
 Approve Order (Click on Review / Then approve) 
 Reject Orders 
 Modify Orders 
 Move to a “Pending” stage 
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Approve or Edit, orders will be placed on hold 
until released 

You can approve, modify, reject or move line 
items to a pending status! 
 
You can then later approve the item, this is 
perfect for grace periods! 

Click on Review to get to Approve 



If you click on Modify it takes you back to the cart, 
 and you can modify your order.   Click “UPDATE” cart.  
Log Out, and Log Back in as the superuser. 



Once you click 
Approve, you’ll see 
“Logged in as…”  
Scroll to the bottom 
and click place order 
now to complete the 
process.  You can also 
cancel this order on 
this screen. 



Once you approve the orders, you can log back in as the  
Superuser and “Manage Web Orders” which are you  
completed orders.   A Supersuer will see completed 
orders from the site. 




